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3-00-00 GENERAL

Thi s accounting manual part prescribes general guidelines for the
establ i shnment of accounting records and their maintenance and
control. The forms and processes described are not to be applied
arbitrarily. Rather, the intent is to provide general guidance to
fi nanci al managenent, officials, systens analysts, and others
responsi ble for the devel opnent and mai nt enance of agency accounti ng
systens, so that, each systemin addition to neeting the specific
needs of the agency will consistently provide conpatible data
required by the Departnent, Congress and the Control Agencies.
External reporting requirements and the procedures for establishing
internal reporting requirenents for accounting systens are set forth
in Part 5, Financial Reporting, of this manual.

3-00-10 SYSTEM DOCUMENTATI ON

A The accounting systemin each agency will be fully docunented in
an accounti ng manual which will serve as the official nmeans of
detai |l ed communi cation and reference. It should contain

accounting policies, account formats, nethods, procedures, and
practices and the fornms to be enployed. The use of docunents,

records and forns will be clearly defined and processes sinply
describe. All matters essential to the proper functioning and
control of the systemw Il be covered. It is inportant that the

manual be conplete and currently maintained so that:

1. It will serve as a detailed guide for the conduct of daily
operations by supervisors and clerks, and thereby formthe
basis for achieving uniformty, consistency, and
reliability in accounting operations.

2. It will serve as a nmeans of communication with those
persons concerned with processing systeminput docunents
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and those who use the reports and data conpil ati ons
produced by the system

3. It will serve as a neans of indoctrination and instruction
of new personnel.

4. It will serve as a nmeans of broadening and increasing the
capabilities of accounting personnel generally.

Al so, systemintegration, coordination, responsiveness, and
control depend essentially upon clear precise comrunication and
under st andi ng of the procedures to be followed. Consistent
attai nnent of this objective is not possible, particularly in
the | arger agencies, w thout a conprehensive procedures manual .

3-00-20 ELEMENTS COVPRI SI NG A TOTAL SYSTEM
A total accounting systemincludes all input docunents evidencing

accounting transactions, all of the accounts and subsidiary records
mai ntai ned, trial bal ances, working papers, reports, and the detailed

procedures which make it a workable system In a nmechanical system
ei ther EAM or EDP, printouts of accounts information will be produced
at regular intervals. These printouts will be indexed and retained
in post binders. Each agency’s accounting manual will specify the

docunents to be used as a basis for entry or as the record to be

enpl oyed in each phase of the accounting process or class of accounts
affected. It will establish specific responsibility for control and
cust ody of the docunents. All transactions, adjustnments, analyses,
accruals, and related processes will be conpletely docunented. They
will be referenced and maintained so as to clearly support the
entries to the accounts and the reports produced fromthem All
docunents must be readily accessible for reference at all tines.

The use of procedures, nmethods and techni ques not prescribed or
explained in the accounting manual will be avoided. Methods and
techni ques occasionally enpl oyed for special reports and anal yses
will be fully docunented and retained with the rel ated working
papers.

3-00-30 BASI C STRUCTURE OF A SYSTEM

A Gener al
The chart of general |edger accounts prescribed in Chapter 3-20
of this nmanual, which includes account codes, account title,
account definitions and transaction flow specifications, forns
the basis structure of the accounting systemoutlined in this
chapter. This general chart of accounts fulfills the
requi rements prescribed by the General Accounting Ofice and the
Bureau of the Budget and is structured with sufficient
flexibility to neet the needs of all agencies within the
Departnent. Use of additional or substitute accounts to neet
any uni que situations or an agency nust be cleared in advance
with the Ofice of Conptroller
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B

Functions of the Account Structure
The basic structure of the chart of general |edger accounts is
functionally segnented as foll ows:

1. Asset s 5. Reci procal and incone
2. Liabilities 6. Expense

3. Capi t al 7. Statistical

4. Budget ary

The specific account titles, codes, contents and transactions,
of individual accounts within each segnent are detailed in
Chapter 3-20, Ceneral Ledger Accounts. The functions of each
segment as foll ows:

1. The asset accounts primarily reflect the resources
avail able to an agency to carry our its assigned
program(s). Anmong this |argest group of prescribed
accounts are (a) separate accounts reflecting fund
bal ances with the U. S. Treasury for each appropriation,
(b) various receivabl e and advance paynent accounts, (c)
i nventory accounts, and (d) fixed asset accounts.

Each agency has the responsibility for maintaining current
and accurate records of individual disbursements and
deposits. The Treasury Deportnent maintains only sunmary
control totals for each agency accounting station. Net

di sbursenents and deposits of receipts must be reconciled
monthly with the U S. Treasury summary accounts. Reports
of net disbursements and receipts by appropriation, fund,
and recei pt accounts together with related control totals
nmust be furnished the U S. Treasury shortly after the

cl ose of each nonth.

The inventory and fixed asset accounts are contro
accounts over detailed property records. Anounts
representing current consunption of these assets are
obtai ned from either subsidiary accounts or records and
are the basis for charges to the expense accounts.

2. The accounts payabl e and accrued liability accounts
refl ect accrued expenditures for which paynent is not nade
or due in the current accounting period. Entries to
accounts payable will be recorded currently as receiving
or work progress reports are received. The contro
accounts are usually supported by subsidiary accounts or
records for each creditor. I n mechani zed operati ons,
ei ther EAM or EDP, the subsidiary records may be
i ndi vidual transactions of anounts owed to creditors
recorded on punch cards or nagnetic tape. Entries to the
accrued liability accounts will be determ ned at the end
of each fiscal period (nonthly for nost applicable
objects). Accruals are determ ned for such objects, anong
others, as salaries and rel ated personnel benefits earned
during the fiscal period but not due for payment until the
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subsequent fiscal period, travel expenses incurred but not
paid in the fiscal period, continuing contractual type
services not billed or paid nonthly, and unfunded expenses
such as accrued annual | eave.

Accrued expenditures as accumulated in the liability
accounts will differ fromobligations incurred for sone
obj ects of expenditure because sone obligations are
incurred as contracts are awarded or orders for goods or
services are placed regardl ess of when the goods will be
recei ved or services rendered.

Separ ate accounts payabl e and accrued |liability accounts
must be maintained by appropriation for (1) anmpunts owed
to Governnent agencies and (2) anmounts owed to other than
Governnent agencies. This information is pertinent to
establishing the total anmount owed by the Governnent as a
whol e.

3. Agency equity, as represented by the Capital Accounts
(“300 Series”) is defined as residual accountability for
resources which are within the control of the agency and
carry forward to subsequent fiscal periods. These
resources include inventories, prepaid expenses, fixed
assets (net to depreciation) and deferred charges. The
peri odi c change in agency equity is conputed in the
cl osi ng process.

The di fference between Expended Appropriations (a/c 471)
and I ncone Control (a/c 551) and Expense Control (a/c 601)
represents changes in selected resources. 1In the case of
revol ving funds gains or |osses fromoperations are

i ncluded in the conputation of the change in agency
equity. For other type funds, the unobligated bal ances

| apse at the end of their period of availability and
revert to the general fund of the U S. Treasury,
therefore, have no effect on equity.

4. Budgetary Accounts. The budgetary segment of accounts
(“400 Series,” & above) is used to record and control
appropriations and funds from the point of authorization
or receipt through apportionnent, allotnment, obligation,
and expenditure. Control and subsidiary record format and
content are arranged primarily for the primarily for the
pur pose of controlling, accounting, and reporting on the
status of funds in accordance with statutory and
regul atory requirenents. Appropriations and ot her
congressi onal authorizations are credited as enacted.

Esti mated rei nbursenents and ot her avail abl e funds
(transfers, transfer appropriations) are simlarly
recorded in accordance with interagency agreenents and

ot her authorizations. Apportionnment approved by the
Bureau of the Budget and allotnments issued within an
agency also are entered in these accounts. The remai ning
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entries are primarily those which arise fromcarryi ng out
the agency’ s prograns, i.e., fiscal transactions resulting
fromdirect operations, grants, etc. They are entries

whi ch record in summary from by appropriation the anounts
whi ch reduce or increase the available funds. These
accounts facilitate the control of funds and permt rapid
preparati on of status of funds reports at the all otnent

| evel or higher.

5. Reci procal Control and | ncone(“500 Series,” Segnent 5)

a. Reci procal Control

Thi s segnment of accounts is enployed when the genera
| edger and/or allotnent |edger has been decentralized
to field stations of an agency. The accounts are

al so used to facilitate transfer and control of parts
of an appropriation or fund which will be used by
nmore than one agency of the Departnent. This type of
transfer is simlar to an allocation to a transfer
appropriation account (allotments of the Civil

Ri ghts appropriation is an exanple of this type of
transfer). See explanation of use and sanple entries
in Sections 3-20-30 and 3-20-50 of this manual .

b. | ncone
Thi s segment of accounts is used to record current
year operating and other incone. Appropriate
subsi diary records should be maintained to permt
anal ysis of incone by types of services rendered,
goods supplied, interest earned, etc.

6. Expense Control (“600 Series,” Segnent 6)
Thi s segment of accounts functions as a control over the
accrual base expense data maintained in detailed
subsi di ary accounts and records. Two sub-segnents will be
mai ntained in this series. One for funded costs and the
ot her for unfunded costs (annual | eave accruals and
depreci ation):

a. The subsidiary accounts for funded costs
wi |l be maintained at organi zati onal |evels
consistent with assigned responsibility for effective
managenent of an activity, operation, or extended
project. Short-range projects need not be established
as cost centers; cost findings my be used instead to
determ ne costs of such projects to avoid frequent
changes in account classifications.

b. Unfunded costs will be distributed nonthly only at
the maj or organizational or budget activity |evel.
Fi ner distribution of these costs will be made as

frequently as required to determine total costs of
rei mbursabl e operations and in anal yzi ng and
conpari ng costs of neasurabl e operations.
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The sources of entry to the expense control segment
of accounts are:

(1) The Accounts Payabl e Process

(2) The Recording of Accrued Liabilities

(3) Revenue and Recei pts Processes for Refunds
(4) The Disbursenments Process

The Expense Segnment of Accounts is closed out to the ”300
Series”, Capital Accounts at the end of each accounting
peri od.

7. Statistical Accounts (“700 Series”, Segnent 7)
Thi s segment contains accounts which primarily perform
certain ancillary accounting functions in relation to the
Civil Service Conm ssion and Treasury, such as, contro
accounts for retirenment fund deductions and paynents. The
uses of these various accounts are described in Section 3-
20-30 of this manual .

3-00-40 APPROPRI ATI ON ACCOUNTI NG - | NPUT AND OUTPUT
CONTRCLS, REVENUE AND RECEI PTS, CLOSI NG ENTRI ES

The flow of transactions through the budgetary segnent of accounts
provides for identification of (1) the source and nature of funds;
(2) their status as to apportionnent, allocation, and allotnent; and
(3) their status with respect to obligations incurred, expenditures,
and realization of reinbursenents. These are required accounts which
serve as input and output controls for the entire accounting system
The design of allotnent and ot her subsidiary accounts for a
particul ar agency’s systemw || be structured in accordance with the
program and adm nistrative requirenents of the agency. These
requirements will be established in the manner set forth in Chapters
5-00 and 5-10). Initial entries in the budgetary accounts (through
the all otnent stage) are made form docunents evidencing (1)
congressi onal approval of appropriations and authorizations to incur
obli gations or expend special funds, (2) apportionnents (sone
appropriations or funds may not be subject to apportionnent), and (3)
al l ot ments approved by the agency’s budget office. Changes and
adjustnents in these accounts nust be sinmlarly evidenced prior to
entry. Two transaction flows are prescribed; the first, for funds
subject to apportionnment and the second, for funds not subject to
apportionment. These transactions flows are outlined in the charts
and expl anatory test foll ow ng:

A Fl ow of funds subject to apportionnent
Funds subject to apportionnment include:

1. Di rect Appropriations.

2. Contract and O her Unfunded Authorizations and Transfers
Aut hori zed by Congress.

3. Aut hori zed Rei nmbursenents to Appropriations and Avail abl e

Recei pt s.
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“FLOW OF FUNDS SUBJECT TO APPORTI ONVENT
IN THE USI NG AGENCY’ S ACCOUNTS"

CHART NOT AVAI LABLE I N ELECTRONI C FORNMAT
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The entries, for funds subject to apportionnent, shown in
the chart on the preceding page are as foll ows:

Entry Nunber

1

Direct appropriation (Dr Account 101, Cr account 451) are
entered from appropriation warrants i ssued by the Treasury
Departnment and countersigned by the Conptroller General.

Contract and ot her unfunded authorization and transfers
(Dr account 116, Cr account 451) a re entered fromthe
docunents evidenci ng congressional authorization (a) for
contract negotiation, (b) for consolidation, nerger, or
transfer of appropriations, © for use of certain genera
or special fund receipts as realized, and (d) to expend
trust fund nonies up to an established limt.

Estimat ed rei nmbursenments authorized in the approved budget
are entered (Dr a/c 401, C al/c 451).

This entry (Dr a/c 101, C al/c 116) records the fundi ng of
di sbursing accounts by Treasury in accordance with prior
aut hori zations (previously entered in 2 above) as

evi denced by:

(a) Warrants issued by Treasury in accordance with
appropriations enacted to fund prior Congressiona
aut hori zati ons.

(b) Acconplished transfer docunents (SF-1151) evidencing
the actual transfer, nerger, or consolidation of
funds in accordance wi th Congressional authorization.
lon the case of Congressional authorizations to
expend funds directly fromtrust accounts, the agency
responsible for initiating action to transfer nonies
to its disbursing account will request the nonies
only as needed to neet current disbursenment
requirements.

(c) The receipt and deposit of available receipts in
accordance with prior authorization.

At this point in the flow, the total reflected in Account
451 fornms the basis for preparation of the apportionnent
request to the Bureau of the Budget and should agree with
the total of anpunts reflected on the Standard Form (SF-
132 or 142) submitted. Adjustnents or changes in the
amounts recorded in these accounts are entered from
docunents evi denci ng BoB changes in the operating budget.
The flow of funds our of Account 451 (Unapportioned Funds)
i s based upon BoB apportionnents. Any bal ance renni ni ng
in Account 451 reflects the amobunt of Unapportioned funds
or reserves as indicate on the initial or revised SF-132's
(or 142's) approved by the Bureau of the Budget.
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Entry Nunber

5

10

Funds apportioned for obligation and expenditure in the
current quarter are transferred to Account 456 pending the
i ssuance of allotnents.

Funds apportioned for obligation and expenditure in
subsequent quarters are tenporarily transferred to and
reserved in Account 455. At the beginning of each
quarter, the anmount apportioned for that quarter is noved
into Account 456 pending the issuance of allotnents.

Approved all ocations to other Governnent agency transfer
appropriation accounts, are entered as a debit to accounts
455 and 456 and a credit to account 459 in accordance with
approved apportionnent schedule. The request for
apportionment of such funds is based upon an agreenent

bet ween the parent and using agencies. Such allocations
are usually confined to large construction or simlar
projects, specified in the parent appropriation, for which
di rect supervision and admi nistrative responsibility is
assuned by the agency receiving the allocation.

Est abl i shment and i ssuance of official allotnents, within
the apportioned limts for each appropriation, are
recorded in this entry (Dr a/c 456, Cr al/c 461).

bligations are recorded in sunmary form at the
appropriation and allotnent control |evel from batched and
cl eared docunents evidencing transactions (Dr a/c 461, Cr
a/lc 465. The totals secured in posting to the subsidiary
records (allowance controls) are reconciled to the anounts
previously entered in the control accounts. In a conputer
system as batch total is used as the major control and
the input run sheets provide the distribution of totals by
appropriations, allotnents, and all owances, if used.

Accrued expenditure transactions, either accounts payable
or accrued liabilities are the source of this entry. The
liquidating debit to Account 465 nust be in the total of
anount previously obligated for the accrued expenditures
bei ng processed. Any difference between the totals
previously obligated and the total of ampunts to be paid
must be adjusted in the entry increasing or decreasing the
unobl i gat ed bal ance (a/c 461). Paynment transactions not
preceded by establishnment of an obligation will usually be
recorded as a debit to 461, Unobligated Allotnments and a
credit to 471, Expended Appropriations.

The credit to account 471 corresponds to the total anmpunt
of the accrued expenditure transacti ons processed in each
batch. [In a conputer operation these summary entries are
verified by conparing the individual ambunts with the
anounts previously recorded as obligations.
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Entry Nunber

11 As neasurable units of reinbursable work or services are
conpl eted, the anpunts earned are billed and recorded as a
credit to Account 482. Account 482 serves to assenble
rei mbursenent incone data for conparison to the budgeted
anobunts recorded in Account 401, Esti mated Rei nbursements,
to provide the nmeans of keeping allotments in line with
realized inconme in accordance with Section 11, Crcul ar A-
34, Bureau of the Budget.

In a systemwhere volune is | ow and other requirenents

permit, billings may be charged directly against existing
advance accounts. The preferable practice is to charge
all billings to accounts receivabl e, and advances earned

are cleared against the receivable. Two entries are thus
involved (1) Dr 1110, Accounts Receivable (Governnent),
Cr. A/C 482, Reinbursenments Earned, (2) Dr. a/c 271,
Advances from Ot her Agencies, Cr. A/c 110, Accounts

Recei vabl e.

12 As ampunt apportioned to subsequent quarters becone
avai l able for allotnment, obligation, and expenditure, they
are transferred to Unall otted Funds, Current Quarter,
Account 456.

B. Fl ow of Funds not Subject to Apportionnent
in the Using Agency’'s Accounts
Transfer appropriation accounts and consol i dated working fund
advances to directly finance and account for obligations and
expendi tures are set up, in the negotiated or budgeted amount,
in Accounts 421 and 422, respectively. These accounts have been
established to segregate such allocations and advances from
funds subject to apportionnent. The required entry, upon
recei pt of the documents which place these anbunts in Treasury
Di sbursing Accounts, under the fund title and synbol designated
is:

Dr. 101 Di sbursing Fund
Cr. 271 Advance from O her Agencies

The series of entries prescribed for subsequent transactions is
illustrated in the text follow ng the bel ow chart. Each
nunmbered entry is explained in the text follow ng the chart.



HHS Chapter 3-00 Page 11
Departnmental Accounting Manua
HHS Transm ttal 35 (4/28/67)

“FLOW OF FUNDS NOT SUBJECT TO APPORTI ONMENT

Transfer Appropriations
Consol i dated Wor ki ng Fund Advance Accounts”

CHART NOT AVAI LABLE I N ELECTRONI C FORNMAT
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Entry Nunber

4 and 5

Expl anati on of nunbered entries for funds not subject to
apportionment in the using agencies accounts:

Entry for anmounts to be established in transfer
appropriation accounts in accordance with the parent
agency’s apportionnent schedul e as expressed in the
agreenment between the agencies.

When obligations and accrued expenditures are to be
charged directly to the fund title and synbol established
for Consol i dated Wirking Fund Advances, a conpl ete segment
of accounts nust be in general conformty with the
procedures established for regul ar appropriations. This
entry record total ampunt budgeted and apportioned for the
fiscal period contenplated in the agreement. Fromthis
poi nt on the accounts and entries for issuance of
allotments and controlling funds are the sane as those
specified for apportioned funds.

When obligations and accrued expenditures are charged to a
di rect appropriation and the Consolidated Wrking Fund
Advance accounts are used only to reinburse the direct
appropriation, the only accounts enployed are Di sbursing
Funds, CWF (101) and Advances from Ot her Agencies. In

t hese i nstances, the anpunt of rei nbursenents nust be

esti mted and apportioned as a part of the appropriation
so utilized in accordance with the limtations applicable
to the parent appropriation. The direct appropriation is
periodically reinbursed by internal transfers using either
(SF-1081) or a journal voucher crediting 101 Di sbursing
Funds (CWF) and debiting 101 Di sbursing Funds
(appropriation).

A concurrent entry is made debiting account 271 (CWF
synbol ), Advances for O her Agencies, and crediting
Account 482, Rei mbursenents Earned (appropriation synbol).

Records the i ssuance of allotments for both transfer
appropriation and Consol i dat ed Wirki ng Fund Accounts.

Records obligations and accrued expenditures in the sane
manner as for funds subject to apportionnent.

Records in Accounts 421 and 422 the sunmmary of
classification of revenues and the consunption of an
advance previously recorded in Account 271. The source of
entry is the report or summary of expenditures subnmtted
to internal managenent and/or the parent agency as
required. Alternatively, the reports or sumuaries nmay be
charged to Accounts Receivabl e and the advance is then
written of against the receivable.
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C. A osing Entries
The pattern of closing entries for appropriations or funds is
generally the reverse of the pattern used to establish them
Closing entries are made in series of distinct steps as foll ows:

1. Wt hdrawal of unobligated bal ances of allotnents for al
| apsed funds including transfer appropriation, mnagenent,
and consol i dated working funds accounts.

2. Repaynent or withdrawal of unused advances and
al | ocati ons.

3. Adj ustmments for unrealized authorizations and estimated
rei mbur sement s.

4. Assenbly and determ nation in Account 451 of the
unobl i gated anobunts of direct appropriations subject to
wi t hdrawal by Treasury.

5. Wt hdrawal of unobligated anmounts by Treasury.

6. The transfer of Disbursing Funds, Receivabl es and Unpaid
Qoligations contra to Successor “M Accounts.

7. Cl osing of Expended Appropriations (471), Incone (551),
and Expense Controls (601) into Capital Account (351).

The follow ng chart and legend illustrates the closing entries
for unobligated bal ances subject to withdrawal or repaynent in
t he budgetary and relate asset and liability accounts. These

entries are outlined in the chart and referenced expl anati ons

fol | owi ng:
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“CLOSI NG ENTRI ES

UNUSED OR UNOBLI GATED BALANCES OF FUNDS”

CHART NOT AVAI LABLE I N ELECTRONI C FORNMAT
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Entry Nunber Description Closing Entries

1 Cl osing of Unobligated Allotnent Bal ances (461) into
Unal l otted Funds - Current Quarter (456) to affect
wi t hdrawal of unused portions of allotments (al
funds) .

2 G osing of unused portion of Consolidated Wrking
Fund Budget (422)into Unallotted Funds - Current
Quarter (456) to affect wi thdrawal of unobligated
bal ances of allotnments (applicable only where
Consol i dated Wor ki ng Fund Advance accounts are used
directly to finance and account for the work or
proj ect perforned).

3 Cl osing of unused or unobligated allocations (Account
421, transfer appropriation accounts) into Unallotted
Funds Current Quarter (456) in preparation fore
repaynent to the parent agency or direct w thdrawal
by Treasury.

4 Cl osi ng unobl i gated bal ances (direct appropriations,
aut hori zati ons and rei mbursenents) from Unallotted
Funds - Current Quarter (456) into Unapportioned
Funds Account (51). A prelimnary to determ nation
of anmounts subject to w thdrawal by Treasury.

5 Cl osing of any Unallotted bal ances (Account 455) into
Unapportioned funds in preparation for establishing
anount subject to withdrawal by Treasury.

6 Return of any unused portions of allocations to other
agenci es (Account 459) (concurrent with entry 12).

7 Amount s of unused authorizations for special and
trust fund activities will be closed out to the

Unapportioned funds account either at the end of the
period of availability for obligation or when the
funds expire. In trust fund activities, where
Congress places a limtation on expenditure of funds
in a given period, this account can be used to
reflect the anounts available for restoration. \Wen

| eft open for this purpose subsequent restorations or
returns to the trust funds nust be processed to this
account .

8 Cl osing of actual earned reinbursements (Account 482)
to Esti mted Rei nbursenents (Account 401) as a
prelimnary to establishing the amounts to be
wi t hdrawn by Treasury.
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Entry Nunber Description Closing Entries

9

10

11

12

3-00-50

A

Unreal i zed bal ance (Estimated Rei mbursenents, 401)
cl osed to Unapportioned funds account (451_to
determ ne actual anpbunt subject to Wthdrawal by
Treasury.

Wt hdrawal of unobligated bal ances by Treasury
(direct appropriations, authorizations and
rei mbhursenents).

Records actual repaynent to parent agency (or private
concern as appropriate) of unused advances (merged
accounts) and the repaynent to the parent agency or
direct withdrawal by Treasury of unobligated bal ances
of transfer appropriation account funds or
consol i dated wor ki ng fund advances.

Actual receipt of unused portions of advances
returned by other agencies or private concerns. Wen
this entry records the return of funds advanced to

ot her agencies in transfer appropriation accounts, it
must be acconpanied by entry (6) in the sane ampunt.

VWhen this entry records the return of unused
consol i dated wor ki ng fund advances, it nust be
acconpani ed by an entry in the sane amobunt Dr. 471,
Expended Appropriations, Cr. 461, Unobli gated

Al l ot ments. These amount will usually be included in
entries (1) and (4).

OBLI GATI ONS CONTRCL

Pur pose
As an integral part of the total accounting system the

obligations control process in the budgetary segnent of accounts
serves the follow ng principal functions:

1.

Provi des a direct system of controls which conmplies with
statutory requirenments for records to control and report
on obligations and status of funds of each appropriation.

Serves as the initial and progressive record for control
of accounting transactions frominception to paynent.

Provi des the neans for systematically classifying and
accunul ating data in the format required for pronpt and
effective reporting to the regul atory agenci es.

Provides a uniformclassification and fl ow of transactions
as a basis for assenbly of reports and other data at the
Departnment | evel.
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System characteristics and patterns related to size, structure,
transaction vol une and the equi pnent enployed will be devel oped
to attain these objectives in accordance with the nethods and
techni ques broadly outlined in this section. The obligations
control processes will be maintained primarily to control and
report on the status of funds at the allotnent and appropriation
Il evels. The classification, control, and reporting accrued
expendi tures by cost center, project, activity, object of
expenditures or in other forns of interest to managenent are
functions of other specific segnents of the accounts and

accounting system In a computerized system obligations,
accrued expenditures, and costs can be integrated in a such a
way that many accounting transactions will be keyed into the

system at the obligation stage and not require detailed re-entry
at successive stages. This approach significantly reduces the
chance of error as a transaction noves fromthe obligation to
the accrued expenditure stage and subsequently or sinultaneously

is allocated to cost centers. In addition to the above,
obl i gations and accrued expenditures, any disbursenents not
preceded by an obligation transaction, will be recorded in

summary against fund limtations recorded at the appropriate
control level in general |edger accounts. Thus, the status of
funds by appropriation or other control |evel established in the
system wll be readily and currently available by reference to
t he general | edger accounts.

B. Basi c Records
The basic records required to establish and maintain obligation
control are the docunments evidencing the inception and progress
of individual obligation transactions. The technical adequacy
and accuracy of these docunents in terns of evidencing the
validity of obligations, shall be reviewed to insure conpliance
with statutory requirenents. The criteria established for these
docunents and the for the obligations they represent are set
forth in Chapter 2-30, “Requirenents for Obligations.” The
responsibility for providi ng adequate docunentation rests
primarily upon such other officials designated, within an
organi zation, to discharge the follow ng responsibilities
i nherent in obligation transactions:

1. To determ ne that itens, services, and/or expenditures
contenpl ated neet requirenments and are within limtations
or purposes of the appropriation.

2. To determ ne that itens, services, and/or expenditures
ordered are required in the quantities and/or anounts
r equest ed.

3. To determ ne that anpunts to be utilized are avail abl e and

are properly and accurately identified by accounts
char geabl e and object cl ass code.

4, To verify that itens, service and/or expenditures are
approved by the allottee or his designee.
5. To determ ne that orders or contracts placed are

negotiated in good faith at the best possible terns and
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prices, and that conditions are in accord with the

requi rements of pertinent |egislation, as applicable.

To determ ne that supplies, materials ands services are
obt ai ned from ot her governnent agenci es where available in
the interest of econony and efficiency in procurenent.

Docunent Flow and Filing

1.

General. The flow of obligations docunents to the
accounting operation and the assignnents of authority and
responsibility for the functions and determninations
enunerated in Section 3-00-50B preceding will be specified
in each agency’'s manual. OCbligations will be recorded, at
the appropriate control level prior to or concurrent with
t he i ssuance of purchase orders and/or the execution of
contracts.

Manual System In a manual system docunments in process
must be maintained in files arranged to accord with the
control accounts, that is, by appropriation and all ot nent
and by transaction status (undelivered orders and unpaid
delivered orders). As obligations progress to the status
of liabilities, these docunents, together with those

evi denci ng recei pt of goods or services formthe basis for
aut hori zing and recording the accrued expenditures in the
accounts payabl e and expense accounts.

Conputer System In systemutilizing conputers, the flow
and filing of docunents within the accounting operation
are not subject to the sane file classifications required
wi th manual applications. Totals and listings of
transaction details are easily and quickly available in
any array required to coincide with the control accounts.
Document s, however, nust be filed systematically so as to
be readily accessible for association, verification,

anal ysis and control, at the input stage, for each

i ndi vidual transaction. Transaction docunents will be
tenporarily grouped or batched to facilitate and contro
the entry process. They will not be filed until each

batch input run is balanced to the control totals. A
docunent file organized by the vendor nane or order
control number will serve for nost applications.

Documents in process constitute a continuing major file
grouping usually referred to as the “open” file. Paid
docunents are further subject to major file grouping by
fiscal year to facilitate reference and records retention
and di sposal processes. This file grouping is usually
referred to as the “closed” file. Thus, the files
categories established for transacti on docunents are:

(a) Open File
(1) Vendor Nane or Qder Control Nunber
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(b) Closed File
(1) Fiscal Year
(2) Vendor Nane or Order Control Nunber.

As transactions take place, files maintenance of open file
docunents by vendor name facilitates individual
associ ati on and processi ng of rel ated docunents
subsequently received with those on file. Maintenance by
vendor nanme has an advantage over order control number
because subsequently received docunents, |ike invoices,
may not bear the order control nunber and associ ation can
be difficult. Conputerized systens commonly utilize a
control nunber identification for individual transactions.
Qutputs of such a systemrequiring reference to docunents
on file must provide the vendor’s nane.

D. Docunents Flow Qutlines
The document flow outlines which fulfill the essentials are
illustrated and discussed in this section. The variations
illustrated provide for the w de range organizational and
financial structure characteristics generally observed within
the departnment. Further, one flow pattern may be clearly
specified for a particular type of transacti on and anot her
prescribed for the general run of transactions. The essenti al
point is that docunentation requirenments be fully and pronptly
met at each of the designated points of responsibility
established in the system

1. Definitions and General Considerations
For the purpose of these outlines, the following terns are
used in the context indicated: (See also 2-10-20)

a. Allottee refers to the persons or points at which
official responsibility and conmensurate authority
for funds control is vested. Consequently, the tem
Allottee refers to variously titled officials with
the authority for funds control decisions and the
responsibility for initiation of transactions and/or
awar eness of the extent and progress of transactions
within their purview

b. Fund Reservation Docunent is defined ti include al
docunents used to initiate transactions such as
requi sitions, proposals, estimate, applications, and
letters of intent. Estimates nmay be recorded by
either a special formdeveloped for this type of
transaction or by the m scellaneous obligation record
form Although the accounting operation may perform
certain services in connection with the preparation
of these estimates, the primary responsibility for
accuracy and tinmeliness in preparation and subm ssion
rests with the allottee or designated program
official. The purpose of this requirenent is to
assure that the responsible official will apply his
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more timely and intimate know edge of circunstances
affecting the construction of such estimates.

C. Allotment Control Operation refers to the obligation
control segnent of the accounting function in the
fiscal office.

d. Contracting Oficer refers to the official designated
to conplete or finalize a transaction, in the form of
a valid obligation, in response to the request of the
initiating official and in accordance wi th program
and statutory requirenents. The termincludes
pur chasi ng procurenent, and contracting officers
within the usual definition, and variously titled
of ficials whose functions are concerned with
finalizing other fornms of obligations.

e. Qoligational Docunent refers to purchase orders,
contracts in final form and sim |l ar docunents which
bind all parties concerned and fulfill the evidence
requirements set forth in Chapter 2-30 (Requirenents
for Qobligations). (See also 2-10-20 C4).

f. Vendor or Contractor refers to the person, agency or
organi zation with which the obligation is placed.

The designation includes other Federal agencies,
St ate agencies, private organi zations, or any
combi nati on thereof.

2. FIl ow of Docunents When Accounting Ofice Records
Reservati ons
For small organizations with | ow transacti on vol ume and
si npl e organi zational structure, the flow of fund
reservati on docunents through the Accounting O fice brings
together t one point total allotnment control fromthe tine
the allottee first reserves funds for a particular purpose
through the formal obligational stage. Properly designed
with frequent and tinely reporting to the allottee, each
allotment control elimnates the need for duplicate record
keeping by each allottee. The follow ng chart illustrates
this type of flow
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“FLOW OF DOCUMENTS WHEN ACCOUNTI NG RECORDS FUND RESERVATI ONS”

CHART NOT AVAI LABLE I N ELECTRONI C FORNMAT
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3.

Al lottee Records Fund Reservation in Menoranda Accounts
For the larger nore conpl ex organi zati ons, processing tinme
and conplexities are reduced by recording reservati ons on
si npl e nenoranda records maintai ned by the allottee. The
allottee reconciles his records with periodic, usually
mont hly, reports on a “valid obligation” basis furnished
by the accounting operation. Reservations are noted and
carried forward to successive reports. The reconciliation
al so enables the allottee to foll owup on delays in the

i ssuance of orders. The flow of documents is illustrated
in the follow ng chart.
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“FLOW OF DOCUMENTS WHEN ACCOUNTI NG RECORDS ONLY OBLI GATI ONS”

CHART NOT AVAI LABLE I N ELECTRONI C FORNMAT
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E. Illustrative Process Format

1.

I nt roduction

The fundanental format and rel ated processes of a manua
bligation Control Register are illustrated and descri bed
in sone detail to graphically display the principles of
control required for effective managenent of obligations
and rel ated transactions. The format and processes
descri bed may be appropriately applied, with m nor
variations, to a sinple manual or sem -nechani zed system
The basic control principles also apply to |arger nore
conpl ex automated systens. Subsequent portions of this
manual section deal with variations in format and
processes to be considered in other nmore conpl ex
applications.

Illustrative Qutline

a. The format of an Cbligation Control Register
including illustrative entries which foll ows
illustrates the document flow described in Section 3-
00-30 D 2. Transactions are recorded at the fund
reservation stage to facilitate planning and control.
The columar arrangement is utilized as foll ows:

(1) Date Date of entry

(2) Reference Sour ce Reference of
Docunents entered

(3) Description Not ati onal descri ption of

transacti on, such as,
type, object, vendor’'s
name, etc.

(4) Reservations Reservation and
i qui dati on anpbunts by
batch totals and single
| arge transactions |ike
payrol .

(5 oligated Anpunts I ndi vi dual anounts of
valid obligations. Batch
totals are recorded in
general | edger contro
accounts 461 and 465. As
di sbur senents are nmde,

t he di fference between
recorded obligations and
actual expenditures are
recorded in batch totals
ei ther as plus or mnus.
An expendi ture not
previously recorded as an
obligations is recorded as
separate line item
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(6) Allotnment Advice Quarterly allotments and
anmendnments - recorded from
authoritative all ot nent
advances.

(7) Avail able Bal ance The effect of anounts
reserved, obligate, and
di sbursed upon the anpunt
allotted is conmputed and
the avail abl e bal ance is
adj usted accordingly. The
avail abl e balance in this
col um pl us out st anding
reservations wll equal
the balance in the 461
“Unobl i gated Al l ot nents”
account if the all otnent
is at the appropriation
level. [If several
allotments are made from
one appropriation, the sum
of the avail abl e bal ances
of such allotnments plus
t he out st andi ng
reservations wll equal
the balance in the “461"
account. This
reconciliation should be
made at | east nonthly.
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“OBLI GATI ONS CONTROL REG STER

Appropri ation”

CHART NOT AVAI LABLE I N ELECTRONI C FORNMAT



HHS Chapter 3-00
Departnental Acc
HHS Transmitta

a.

Page 27
ounting Manual
35 (4/28/67)

Entry (1) in the Obligations Control Register
illustrates recording of the original allotnent
advice. The amount allotted is entered in columm (6)
and the resultant unobligated bal ance is extended to
colum (7). Subsequent allotnent advices are
simlarly entered and are added ro be subtracted from
the avail abl e bal ance, I ncreases are recorded as
indicated in entry (1). Decreases in allotted funds
are recorded in parentheses as in (entry (5)).

Fund reservation docunments (requisitions, salary
estimtes, contract proposals, etc) are sorted and
bat ched by allotnment. Each group is edited for

conpl ete docunentati on and accuracy of account
coding. The amobunts to be recorded, as reservations,
are totaled. The totals arrived at for each

all otment are conpared to avail abl e bal ances
reflected in the obligation control registers to

det erm ne whet her sufficient funds are avail abl e,

Rej ections are annotated and returned to the
originator. As each batch is cleared in this manner
a sequential number is assigned. The individua
docunents (original and carbon) in each cleared batch
are stanped with the date, batch nunber, and a funds
validation indication. Copies intended for the
contracting or procurement offices are renoved and
forwarded without further delay. The batch totals
are then entered in the obligations control register.
Dat e, batch nunber description, and anmount are
entered formthe retained docunents as indicated in
entry (2). The reduction in unobligated bal ance is
conmput ed and the new bal ance entered in colum (7).
The retained copies are then filed chronol ogically by
allottee. This process is repeated at |east daily.

Copi es of payroll documents, purchase orders,
contracts, and other valid obligation docunents
related to requisitions previously cleared are sorted
and grouped by allotnment as they are received. These
docunents are processed agai nst the reservations file
in groups by allotnent. The docunents are assenbl ed
one for one and a control tape is run on each batch
obtaining a total of the ampbunts to be |iquidated as
reservations and a total of the amounts to be
obligated. A shuttle adding machine with two
counters is ideal for this purpose. The |iquidated
anount and the anount of obligation for each item
appear side by side on the tape, A journal voucher is
prepared debiting general account 461, Unobli gated
Al'lotnments and crediting a/c 465, Unliquidated

bl igations. The individual obligation docunents are
then posted to the obligations control register as
indicated in entries (3). The first entry (3)
reflects a liquidation of reservations, in total
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only, of the actual anounts previously recorded as
reservations. |If there is a difference between the
reservations |iquidated and obligations recorded, the
avai |l abl e balance in colum (7) is adjusted

accordi ngly. Obligation docunents not preceded by
requi sitions require special attention as there may
be an account designation error or a requirenent for
expedi tious processing to place an energency order.

The reservation for personal services and rel ated
benefits is usually entered at the begi nning of each
month for the entire nonth, entry (2). Reservations
may al so be made for classes of expenditures not
preceded by obligating docunents or where there are
delays in receipt of valid obligating docunents. The
wor ki ng papers prepared for each class or type of
such expenditures are based upon recorded experience,
new normal pay projections , and te provisions of

| eases and contracts as applicable. The estimtes
may be prepared by the allottee or the accounting
office if it is furnished with necessary and tinely
information. |f the accounting office prepares such
estimtes, the estimtes should be reviewed by the
allottee prior to closing the books for the nonth.
Bal ances of unliquidated reservations can then be
used as estimates of obligations incurred to firmup
obligations at the end of the nonth.

The wor ki ng papers for estimtes will be prepared
consistently in a formwhich will facilitate periodic
entry and liquidation of the reservations. The

m scel | aneous obligation record can be used for this
purpose. If the allottees prepare the estimates,
special fornms should be designed for the purpose.

d. Entry (6) reflects net difference, plus or mnus
bet ween di sbursenments and the obligations |iquidated
by the di sbursenents.

e. Entry (7) is the nonthly rule-off of the register for
bal anci ng-reconciliation to the general | edger
control accounts. Adjusting entries are then made to
record incurred obligations (see entry (8) bel ow

f. Entry (8) reflects the adjusting entries required to
record estimtes of obligations incurred for which
obligation docunments are not available in the
accounting office at the close of the nonth.

Sal ari es and ot her personnel benefits earned but not
payable until the next nonth, recurring travel
performed on bl anket orders, and utilities are in
this category. Since such entries are made only to
ascertain total cunulative obligations incurred, they
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wi Il be reversed after the books are reopened both on
the control register and in the general | edger.

I n any accounting systemwhether it be sinple or conplex,
the fund control processes can formthe base on which the
entire systemis built. Information by objects of
expenditure is needed for the external control agencies
and fro internal managenent anal yses of expenditures.

I nformati on on an accrual basis is needed for program

pl anni ng, budget presentations and internal nanagenent.
In a relatively sinple system punch card records can b
utilized to good advantage to provide this information.

I ndi vi dual punch cards prepared fr each obligation
transaction can, through a proper coding systemi ncl udi ng
a status code, by manipulated to (1) control resources on
order, (2) update general |edger control and cost accounts
as goods or services are received, and (3) array costs by
PPB cat egori es and budget activities. Anything |ess than
a punch card subsidiary systemis too inflexible to
produce accurate and tinely information.

F. Larger Agencies. Mire conplex fund organi zation structure-large
volunme of transactions
bl igations control function and processes for the |arger
agencies are essentially the same as those described earlier in
this section except that detail is not posted to registers.
Usual | y, the accounting transactions are recorded on punch cards
or magnhetic tape and updating of accounts is acconplished
mechanically. The registers sinply serve as a control on input
into the nmechani zed system Once the daily runs are prepared
and bal anced to the control registers, the batch totals are not
significant. Hard copy |edgers are dispensed with and
mechani cal tabul ations reflect the account bal ances and
avai |l abl e funds at each level to which funds are all ocated
formally or informally.

Reservations are not usually recorded in the accounts. File
copies retained at the originating point (allottee or cost
center) serve as nenoranda records and enable the allottee or
cost center official to control the funds allocated to him The
accounting office records obligations upon receipt of pre-
val i dat ed purchase orders, contracts, and other valid obligation
docunent s.

The flow of docunents within the accounting operation consist of
sorting, checking accounting codes and other information which
wi ||l be recorded, assigning transaction codes, obtaining batch
control totals and recording the totals to control registers as
a control over input into the nmechani zed system After the
required transaction information is put in machinable form and
daily runs prepared, the accounting office bal ances each batch
to the control register before updating of the master tape files
and accounts is started. The exact details of flow and handling
are not specifically prescribed since they should conformto the
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needs of each application and the equi pnent used. 1In a totally
i ntegrated system however, once an obligation is recorded in
machi nabl e form much of the information is used again in
successi ve stages to reflect accrued expenditures and

di sbursenments by a sinple updating of the transacti on status
code. By not having to rekey account identification codes or
noney amounts, except when adjustnments are necessary, errors are
reduced appreciably.

3-00-60 ACCOUNTS PAYABLE AND OTHER ACCRUAL BASED PROCESSES

An acceptabl e accounting systemn the accrual basis is built around
the “Accounts Payabl e Process” and the “Accrual Process.” These two
processes are separately organi zed ad controlled to sinplify account
entry and control procedures in manual, nechanical, or conputer
systens applications.

A Accounts Payabl e
In the “Accounts Payabl e Process”, expenses and asset
acqui sitions are distributed in the general |edger accounts
(control and subsidiary) at the point in tinme that the liability
accrues (goods or services are received). Receiving reports and
vender invoices for mnor purchases which serve al so as
receiving reports are associated with the original obligation
docunents. The anmount of the liability established for each
transaction is conpared to the amount initially obligated. The
docunents are batched and control totals for obligations
liquidated and rel ated accrued expenditures are devel oped and
recorded by use of internal journal vouchers. The batched
docunents are then rel eased to subsidiary accounting posting
processes or to conputer input. Adjustnments are nade by virtue
of acceptabl e changes in anmpbunts reflected in the receiving
reports are conmputed and recorded in the general | edger account
461. This anount should be the difference between the debits to
465, Unliquidated Qbligations and credits to 471, Expended
Appropriations. |If all vendor transactions are processed
t hrough the accounts payabl e process, the di sbursenents process
will be sinpler since all paynents to vendors will be treated as
credits to disbursing funds and debits to accounts payable. The
exact sequence of these actions and the specific nethods,
techni ques, and forns to be enployed wll vary dependi ng upon
the size and conplexity of an agency’s accounting system and the
type of equi pment enpl oyed. However, the control totals that
shoul d be devel oped in the batching and i nput process are:

1. 200 Series, Accounts Payable Governnent, O her)
2. 600 Series, Expense Control
3. 400 Series, Budgetary Accounts, debits and credits to

account 461 Unobligated Allotnents; account 465,
Unl i qui dated Obligations; and 471, Expended
Appropri ations.

These controls and account entries are essential for funds
control, input/output control, and internal reconciliation and
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control requirements. The subsidiary record posting or conputer
entry processes, whichever enployed, may yield exceptions which
will require adjustnents to be nade to the control accounts to
bring theminto agreenent. Further, the exceptions so generated
must al so be controlled through the re-entry process.
Periodically, upon completion of the posting or conmputer entry
and updating profess, the subsidiary account bal ance are
reconciled to the control accounts.

B. Ot her Accrual Based Processes
Accruals of liabilities such as salaries earned but not paid,
utilities, services under continuing contracts or agreenents,
and others requiring data anal ysis and conputati ons are
functionally segregated fromthe routi ne vendor voucher fl ow.
Basi ¢ docunents, working papers, and other material related to
the preparation and introduction of these entries should be
concentrated at one accounting group. Ab effective procedure is
to place responsibility on this group for maintenance and
control o a prenumnbered series of journal vouchers for posting
accruals to the accounts. Review and approval of these vouchers
prior to posting should be carefully supervised. Where nonthly
reservati ons are nmade agai nst allotnents and the reservations
are based on current know edge furnished by the allottee, the
nont h end bal ances of these reservations can be used as
obligations incurred and al so as accrued liabilities. The
accrued liability transactions are subject to the sane contro
and flow requirenents established for accounts payabl e docunents
and may be either nerged in that flow or separately batched for
control and subsidiary account postings. This accounting group
is concerned with the preparation, for approval and entry, of
journal vouchers distributing costs and maki ng accruals in the
foll owi ng areas

a. Di stribution of salaries and rel ated personnel benefits
earned but payable in the follow ng accounting period.

b. Unpaid rents, utilities, services and other distributable
costs during the nonth.

C. I nventory issuances

d. Depreci ati on

e. Annual | eave

f. Def erred charges, prepaid expenses

Expenses which are prepaid regularly, such as quarterly space
rentals, annual subscriptions (if total is significant), etc.,
should all uniformy be run through a prepai d expense account,
even if paynent is sonetinmes made in the last nonth of the
extended period. Processing on an accrual basis is sinplified.
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As a general rule, accruals will be nade at the end of a period
and reversed at the opening of the subsequent period o keep the
accounts payabl e and di sbursenents processes as sinple as
possi bl e.

3-00-70 DI SBURSEMENTS

A

The di sturbing process is concerned primarily w th rmanagenent
control and reconciliation of disbursing funds. Account entries
di stribute disbursenments nade by appropriation. The entries
required to be nade are:

(1) Dr. Accounts Payable
Cr. Di sbursi ng Funds

(Not e: Accounts Payable is debited for the
anmount originally recorded. |If the
di sbursenent is nore or |ess than
that amount, the appropriate
budget ary, and asset or expense
accounts shoul d be debited or
credited for the difference.)

(2) If disbursenents is not preceded by an obligation or
accrued expenditure, the entries are:

Dr . Unobl i gated All ot nents
Cr. Expended Appropriations

- also -

Dr. Expense or Appropriate Asset Account
Cr. Di sbursi ng Funds

In a manual system accounts payable itens are schedule for
paynent as rapidly as possible after the invoices are received.
Voucher schedul es of paynent are certified and sent to the

Regi onal Di sbursing Office daily. Invoices indicating tinme

di scounts are given preferential handling. Records are
mai nt ai ned of discounts lost. Further details concerning these
procedures are set forth in the HEW Voucher Audit Mnual .
Control totals are established and entered in the General Ledger
accounts as indicated in A above.

In a conputer systemtwo general outlines are provided for
gui dance.

(1) Paynment schedules to Treasury can be produced
automatically by the conputer in a variety of fornms;

(a) printed output, (b) magnetic tape, or © punched cards
which are transmtted to the servicing RDO  Advice and
consent of the RD nust be secured as to timng, format,
and schedul e for submi ssion of certifications.
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(2) Voucher-schedul es of paynment can be prepared by fl exo-
writer or simlar equipment which provides as a by-
product, account updating information in machinable form
The totals on the voucher-schedul es serve as input contro
for the conputer processes.

3-00-80 SYSTEM OUTPUT
In both the general statenent on accounting principles and standards,

1-00-30, and in the chapter on reporting objectives and standards, 5-
00- 00, enphasis is placed on designing an accounting system which

wi |l produce valid, useful, and tinely data to neet internal and
external needs. The chapter on reporting objectives particularly
stresses the preparation of useful reports, i.e., reports should be

prepared only in the anount of detail required to serve a particul ar
need. Summary data which neets the needs of top managenent, for
exanmple, will not serve the needs of a budget anal yst or a supervisor
of an operation, since each needs detailed cost information to assi st
himin carrying out his responsibilities. |In addition to reports, a
hi ghly mechani zed systemw || need t produce at frequent and regul ar
intervals controls of funds data and general |edger account
information if hard copy | edgers are not maintained. The output of
any accounting system should provide as a m ni num

1. Current information for control of appropriations,
apportionnents, and allotnents.

2. Reports on availability of funds to allottee and budget
staff.

3. Summary cost reports to top managenent, budget staff, and
allottee by budget activities and program pl anni ng
el ements. These reports will contain information bridging
costs to obligations.

4, Summary cost reports by PPB categories, prograns and
program el ements for conpilation of Departnent-w de
reports. (Separate instructions wll be issued for each
Departnment -w de report specifying content and format of
information to be submtted. Utimte goal will be ro
receive this data in machinable formto facilitate
conpi l ation.)

5. Detail ed cost reports to managers having “front |ine”
responsibility for direct program operations and projects
and program grants and contracts.
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6. All information needed for reports to control agencies,
such as, the SF-133, Budget Status Report; SF-225, Report
of Cbligations by Cbject Class; et al. (See part 5 of
this manual for the various external reports required).

7. Expenditure data by country, state, county, city and
Congressional District.



